Exporting CFRS Bulk upload data from Microsoft Excel 2003

This document will provide instructions for exporting data from Microsoft Excel 2003 to text file (txt) for bulk upload into
CFRS. This process applies to all file types: Fundraisers, Contributions and Expenditures.

With workbook open, in the upper left corner select File, Save As...
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In the save dialog box, select the save location of your choice. Select CSV(Comma delimited) from the Save as type drop
down. Provide file name in accordance with the CFRS instructional documents found here:
http://www.sos.wv.gov/elections/Pages/CFRSdatahowto.aspx
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http://www.sos.wv.gov/elections/Pages/CFRSdatahowto.aspx

Click Save to save the file to the selected location

If an error message appears, select OK.
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The selected file type does not support workbooks that contain multiple sheets.

lzs «To save anly the active sheet, dick OK.
«To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets,
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Select yes to keep the workbook in the CSV format
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FUNDRAISER _03302011.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the workbook in this format?

@I «To keep this format, which leaves out any incompatible features, dick Yes.
«To preserve the features, dlick No. Then save a copy in the latest Excel format,
« To see what might be lost, dick Help.
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Close Microsoft Excel 2003, and open Notepad.

Select File then Open... from the top toolbar
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In the Open file dialog screen change file type to All Files and select the location where the CSV exported from excel,
then click Open
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With CSV open, remove the first row that contains header information. *this step is only necessary if your excel file
contained headers

With header information

| FUNDRAISER_03302011 - Notepad i ] P
File Edit Format View Help
Event Name,Event Date,Description,Event Location,Address Line 1,Address Line 2,City,State,Zip code ;|

EventName,1/1/2011,abc for john doe for president,xyz country club,123 Main street, ,Charleston,wv,25305

K| vl

Without header information

-0l
File Edit Format View Help

EventName,1,/1,/2011,abc for john doe for president,xyz country club,123 Main Street, ,Charleston,wv,25305 ;|
Kl 27

Once headers are removed, select File then Save As... from the top toolbar
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In the save file dialog box, Select All Files from the Save as type drop down box. Ensure that the filename conforms to
the requirements specified in the instructional documents found here:
http://www.sos.wv.gov/elections/Pages/CFRSdatahowto.aspx *make sure that the file name ends in .txt
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Click Save to save the file to the location of your choice for upload.
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